- GEORGIA DEPARTMENT OF LABOR
EMPLOYMENT SECURITY AGENCY

fr ADMINISTRATIVE SERVICES DIVISION
f ' RECORDS MANAGEMENT AND CONTROLS : ) _
: ; ) Application Number
APPLICATION FOR . F 82-13 :
AMENDMENT TO RECORDS RETENTION SCHEDULE
Application Date: : | . FOR STATE RECORDS MANAGEMENT DIVISION USE
L/27/82 . Date Received | gl;::tioln SN:Q Date Cm1_1pleted
MAR 31 1982 APR 1 6 1982
APR 6 1982
Record Series Title: CETA C1 ie'i'ft Control Files-General - Person to Contact: Joyce Eunice
Correspondence

Item number to be amended:  #12 Telephone No. 656-"__‘_6:"‘3?2 _

Reads as follows:
- "Upon —completion of the 12 month follow-up of all tralnees, cut 6ff
at fiscal year; transfer to State Records Center, retain five years and until

the satisfactory completion of "all audit requirements, then destroy.” _

twelve month
Amended to read: "ypon completion of the/ follow-up of all trainees, cut off at the

calendar year; transfer to the State Records Center, retain_ giv ;ggars, and
until the satisfactory completion of all audit requirer ‘S“;; estroy."

Y Resiivid)
#-f, MAR 26 1402

Reason forchange: 7o enable the immediate transfer of these &E@}tﬁ “toalleviate
space considerations. '

AUTHOR-ITY:‘ ‘ _

Division Director/Designee: M_Mﬁhé_%ﬂ%&@m Y Y e
" W/ é / Date 3/25//3£

Date ’é’/ X f’/ 3' A

State Auditor/Desifaee: - : } ! Date ‘/// 'v// Y L

Secregﬁfsstateloesignee: /IWA% M\ Date /7[ — [T~ 8 2~

Attorney General/Designee: W * Date ﬁ - 44— é Z,

ESA-143 (3/80}




. Georgia Department of Labor
' APPLICATION FOR RECORDS RETENTION SCHEDULE Employment Security Agency
v Administrative Services Division

4 Records Management and Controls

INSTRUCTIONS The Records Management Officer of the Agency s Records Management and Controls Unit will be of assistance in com-
pleting this form. After Division Director/Designee has signed the form, forward original to Administrative Services Division, Records
Management and Controls, 130 Memoria! Drive, S. W, Atlanta, Georgia 30303. Attention Records Management Officer

_ _FOR AGENCY USE 1. Agency Address , : FOR RECORDS MANAGEMENT USE
Application Date ‘ Central Records Unit Application Number
Employment Training ?nd glanmng 8

. _ eorgta Department™of La - \ 3
Application Number » DFte Received 'Qate Completed

| 8200L-3 | o JAN 161982 JAN 2 7 1982
2 Person to Contact . - Working Title Telephone Number

| __Sandy Wills - R ) 656'6330 .

3 Action Requested
a. [R] Establish Retention Schedule';?record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

| __c. D Amend Application No i o Check One: [] Change; [ Supercede; [J Void
4. Dates of Series 6. Records Series Title (followed by title used in office; if different)
Earliest Latest ‘
1974 l -- CETA Client Control Files-General Correspondence
6. Dnns:;n—apnwd Office Function What is the function of the Division and the Office in which this record series is created? ’

Pl Di th orgia D rtment.of Labor
The ETE‘E!??EE Iggénéﬁgéea%gnctiggln e|VIg grg ce,epﬁgnngﬁg, ega Eralnlng.

The Training Division administers all CETA operations in areas where the Georgia
Department of Labor is designated the administrative agent or has operational

responsibility.

The Central Records Unit processes CETA participant records, verifies participant
eligibility,, prepares federal reports and participant information for
management control.

7. Reoora Sérigé Descrziiy;n'ion . ) This file contains the fetlowing documents (include form numbers and titles, i any}

Attach samples of th?__ file. ,
Documentsrelatmgto correction or revision enrollment, termination, 6r follow-up records

involving property rights of clients to training and respon5|b|1|t|es and performance
of the Department.

Included are: . ]
. unnumbered transmittal letter

File is arranged: by geographlcal area (analogous to Area Planning and Development Council boun-
dques), alpha by prime sponsor, thereunder in reverse or accumulating chronological order,

‘ o RN
i—\ \'v' - o ol — —

8. AMonthriry 'Reference Rate How often are records referred to which are:
One to six months old___100 . Seven to twelve months old 0 ___; Thirteen to twenty-four months old 0 ;
~ twenty-five months and older_____| ?

9. Annual Rate o?AccdmuHuon of Records ] !
Letter-size drawers : Legal-size drawers ; Shelves ; Other (specify)

e e . R T L {Over) ESA-144 (3/80)
. (AR50-71)

e e _ ——




-
Ot e

Al -~ bt

o ) Attorney General/Des;gnee B . //_1(_ &2
- - (Reverse Sfde) .

— — . R e — - ———— . e 9 A ) e _ . - R

YES|NO [ 10. Questionnaire  (Place an “X “in the proper column) - j
b a. Is this the official copy of the series? - e A ]
If not, where is it? . _ 2,
v | b. Does the series contain c?nfidential information requiring security handling?  if yes, cite law or regulation. -
V7| c. Is this a vital record? _ | B
V' | _d. Does this series have hlstoncal or long term research value? o /
v e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these documents
be scheduled separately? . o
| 17| _f._Is the information contained in this series ever published? Tf yes, attach copy.
Ve g. Is the information contained in this series ever anal yzed and/or recorded in a summarized report?
- 1f yes, attach copy.
h. Is there a duplication of this series in your office, or in another office or agency?
Lol if yes, where?
N i __1._Is this series {or a ma,'orportlon of it) regularlg microfilmed?
;/ _j._Does the record series result in a computer printout? >
11. Retention Requnrements , The following requires the series to be kept:
a. State Law ? years. d. Audit period ~___years,
b. Statute of limitation ____ _years, e. Administrative need — _ years.
c. Federal Law ' . .years. . f. Federal retention instructions ;5 . years.
Attach copy or excert of laws or regulations. Explain administrative need.
12. Approve.t‘:lhblsposmon lnstructlons " This agency recommends that the ftle series be cut off at the end of each
[:] Calendar Year [:] Flscal Year E Other SQQ. EQ\OU.} then.
[:] Hold in the gurrent files area _ month(s) , . yearl(s); _ther_i
0 Transfer_to local holdmg area; hold _ ) L year(s) then T
[] Transfer to State Records Center;hold "~ “vear(s); then . i
[ Destroy. i
[] Transfer to State Archives for permanent retention.
&Other (Specify) '
Upon completion of the 12 month follow-up of all trainees, cut off at fiscal year),
transfer to State Records Center, retain five years and until the satisfactory
completion of all audit ‘requi rements) thew c\esl‘_ro\}
These instructions apply to all prior and future accumulations of the series. M
D:v:smn Dlrector/DeS|gnee (S.'gnature) Date » ) A / ﬂ 7 )
) c
. o A7 (72 -f2
____ESA Director (Signature) | Date . Recorgs Man; . i D ', Datg
o ) Date
Recommendations in paragraph _ o
12 are approved. (/f disapproved, State Audntor/Desngn/

attach letter of explanation.) ' =
Secre%State/Demgnee @ UANL c 6 7J e '1% / 24 -~ 8'},



